DEPARTMENT OF GENERAL SERVICES-STATE RECORDS CENTER SCHEDULE

NUMBER _ 2229
RECORDS RETENTION AND DISPOSAL SCHEDULE |, . . .
DEPARTMENT OF HEALTH & MENTAL HYGIENE

HCF OFFICE OF HEALTH SERVICE i
SECRETARIAT OFFICE [ADMINISTRATION/BOARD
Iitem No. Description of Records Series (from Inventory Form) Authorized Retention Period & Instructions

This schedule superscedes schedules,1042,1189,1467,

Division of Children Services L.
1. o Retain in office for Three(3) years, then send

a. Head Start to State Records Center for four(4) years, then
b. Oral Health — Dental destroy.

¢. MCO Dental Services

d. Fee For Service Dental

e. EPSDT - Audio logy Program and Hearing Aid

Pre-Authorization

Occupational/Speech/Physical Therapy For
Children and Adults, Chiropractic, Vision Care to
Pre-Authorization

g. EPSDT - Policy, Certification and QA Standards
Lead Screening to Immunizations, Nutrition;
Foster, Kinship to Juvenile Justice Healthcare

h. Special Needs Children (SSI/DDA) Medical
Records AD Hoc Reviews

i. EPSDT Therapeutic Aides, Provider Training
j- Health and Substance Abuse for Children, Head

bl

Start

Division of Health Choice Customer Relations Retain in office for three(3) years,then send to
2, a. Enrollee Action State Records Center for four(4) years, then

b. Provider Hotl destroy
3. a. O to MCO Program Consultant Files to State Records Center for four (4) years then

b. Compliant Resolution files destroy

¢. Care Coordination-Ombudsman Programs

d. Family Planning

e. Healthy Start

f. QB Services/MCHP Outreach
APPROVED BY: (DHMH Official) AUTHORIZED BY: (MD STATE ARCHIVES)
DATE: 9/03 DATE: DEC 0§ 2002
SIGNATURE: M 0 : M SIGNATURE: W c. [é"‘;f"‘/
NAME/TITLE: ﬁ:)’ fcy ){f.,)e_) 0/ Vfb)( ol NAME/TITLE: EDWARD C PAPENFUSE, JR., STATE

ARCHIVIST

DGS 650-1 (DHMH 2002)




HCF

Item No.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NUMBER 2229

PAGE__ 2

DEPARTMENT OF HEALTH & MENTAL HYGIENE
OFFICE OF HEALTH SERVICES 1T

SECRETARIAT/ADMINISTRATION

Record Series Description

OFFICE/DIVISION

BOARD/UNIT

Retention

F@E me a0 g

5. a.
b.
c.

o o

a.
b.
c.

ePpE-FT

4 Division of Health Choice Management Ouality Assurance

MCO Rates

Provider Contracts

Market Conduct Studies

Prompt Pay

MCO Applications

Program Survey Questions

MIS Reports

MCO Provider Network

MCO Enrollee and Provider Templates
MCO Marketing

MCO Regulations

Provider/Enrollee Satisfaction Surveys
Quality Reporting

Clinical Review

EQRO Audit, Qip Health Risk Assessment
Review

Division of Hogspital and Physician Services

SURS Case Review, Transplant/Hospital
Hospital Programs

Physician, Nurse Practitioners to Podiatry
Services

SURS Control
Bill Audit Files

6 Division of Healthy Kids

EPSDT Review
Healthy Kids Record Review Immunization
MCO/HMO Child QA, Provider

State Record Retain in office for five (5)
years, then send to Center for five(S)
years, then destroy

Retain in office for two(2) years, then
transfer to State Records Center for
four(4) years, then destroy

Retain in office for three (3) years and
then transfer to State Records Center for
four(4) years, then destroy

DGS 550-1 (DHMH) Continuation Sheet




DEPARTMENT OF GENERAL SERVICES-STATE RECORDS CENTER SCHEDULE

NUMBER 2229
RECORDS RETENTION AND DISPOSAL SCHEDULE |~
DEPARTMENT OF HEALTH & MENTAL HYGIENE

HCF OFFICE OF HEALTH SERVICES lI
SECRETARIAT ‘ OFFICE /ADMINISTRATION/BOARD
Item No. Description of Records Series (from Inventory Form) Authorized Retention Period & Instructions

Division of Pharmacy & Clinic Services
7. ‘ Retain in office for three(3) years, then

Pharmacy Policy & Pre-Authorization |transfer to State Record Center for
Pharmacy Assistance, Mfg. Rebate  |four(4) years, then destroy
Pharmacy Pre-Authorization, '
Nutritional Supplements.

MCO Pharmacy Review

(DUR) Drug Utilization Review Board
Clinic Services (FQHC, MQHC,LHD)
Free Standing Ambulatory Surgical
Centers

h. Free Standing Dialysis

oo

@™o

DGS §50-1a [continuation] (DHMH rev. 2002) _




OHMH inatructions Mske a list of al fiss. Datarmine whether sech i non-record, record DEPARTMENT OF GENERAL SERVICES DHMH RECORDS INVENTORY
material or Eoth. Group into Record Senes. Prepare a separate nventory form for sach STATE RECORDS CENTER
Record Series identifind. Al Recond Serics sre to be Imted on s Schedule Form. Forward al 7275 WATERLOO ROAD j
Records Inventory forma with the proposed Schedule form (DGS 550-1) to the DHMH P.0.BOX 275 PAGE _#__ OF _7_
Records Officer thru your Records Coordinator. JESSUP, MARYLAND 20784
{410) 795-1379

1. Department/Agency 2. Office/Adminstration/Board 3. Divsion/Unit or Section

DIVISION OF CHILDREN SERVICES
DEPT OF HEALTH & MENTAL HYGIENE qj
DEFINITION - RECORD SERIES - A group of related records nommaly fied and used e a unit for reft as wel as jon and disposition pu

4. Record Series Title 5. Earfiost YearfLatest Yoar

rem | . “Dw o?c«twflﬁk] seeuIESs e

8. Record Seres D Ption (Briofly describe the types of inf - K found in the series. Include the purposs or function of the series.)
- HeaA Sty - Cortre spundence gt'\l_._s
p. Cral ‘\:k’u«l H\lbeﬂ*‘ Ad ~\)"‘¢W\3“ZD(’\O"‘\C'C’~S€& Prov.c lcr@\(:ﬁ Corel ‘Q-'fCS,J)»mlc— (' .
S M Dl Sevu CamPreaiitroc: 2050 wDCuses: A . “retiles
Cl. tee _ , L Sg’ﬁ)\h( cr'cxlebdhdc_gm& ] Lenc (J L& -
ForStiarii Doard=prawtborizchvocoses, pravider s e Caee1ow
C EP<Di --Q\ic'uo)'oc)y"g Fre o A}A-?*’L=t\u ‘7A+1"P;C\ lb>.WCumbpow Ass: %
) ‘ Hooi 20 on . oy] s = = .
- OT PT.STForcni ki 2e0d MPAcm\is‘cH(.b it \;;JZE °V:\crxc.lu Gre! CorvespordencETilEs
r""f\d(u %")ft\chCe C‘\‘\_\g- P \ N > AL -FC}\'\‘M%\}»C C_SC—SJ P(w.c“w-{—'d\fs
9 & WE.VPZ\ 1y Corhlladivs & WA Stardavds e ad Sereén hnmoni 22 Nubrifig s, Tosiox dmr s,
Einden, pc_o.fp,s-lw avE iane= eah-Cans e CorvE@npoundence F(\e g
NS qd o e s kv 2 lSs ,(ox;n—u/‘c"«l t_<u.\ Pzccrs 9\31-'\v CEC .S '—Co!’rc'3>r1_)’\;\€me C‘.\Es
cu b Rl evicler fran o Previeler, Recipra.w g Corve sPurelencE Liles

:.Eﬂ\cf v,

= N
) « = < SV LTSI S T o el = =
Lm0 PRt D pom s RRSIRDNEES Bies A
Paper: Fim / tape: Electronic: C Fis Dmwer(s)
X Lotter Size D FimiSides 0 Kept on Hard Drive XWM D Microfim Reei(s)
(I5mm, stc) 0 Computer Tape(s)
0 Logai Size 0 Microfim/ @ Comparter Tepe 0 Numercal Number 0 Other (specify)
Mirofche
URobs _ 0 0 Audio Tape { Floppy Dink 0 Chronologicat 10. Annue) Accumuistion
. 0 Fio Drawer(s)
(Bound Book [l Video Tepe [ CD.DVD.etc 0 Geographical 0 Microfim Reels)
{ Computer Tape(s)
OCad __x__ [ Other (specify) { Other (specty) Number 0 Other (specfy)
1. FisisUsed X0 Daiy (Weekly 0 Monthly 0 Annualy 12. Fie Bacomes inactive After T Monthis)
Number 0 Year(s)
13. Curnt Locaton(s)  (BG.. Foor, Room) ) 1) (1), ﬁz,e sho 51(- 14, Is Record Seies Dupiceted Elsewhers? (If yes, apeciy egency or offics.)

0 Yes XNo Agencyl Format

(ZOON\T\— 21\

15, Privacy / Access Restrictions 0 Yea 0 No
 Porsonal [ Medical { Propristary [l Clessified {1Other
(if Yos. cto Law(s) & Regulation(s}

16. Audit Requiements 0 None 0 imemai oG
\Kbo'nhﬁvo {1 Federal [ independent

17. s an Index Systam used? If yes, axplain briafly and describe requisments 18. Racommended Retention: In Office And In Storege  (Each Formst)

B R ' lho(}(l'(,E QorThrcc(b)\{ffws\thser
X *3‘%.“*‘((1(;% Recoe 'SCG'\*CYHCOR QO\I\“(‘D\{(LLS,-}M

RS R ONIE
19. Nsme end Title of Preparer 20. Location: 21, Dato
Schwanwt MALSAALL 201 . Preston) SHrte e
Cmstusares: ‘ o JCT-IYES - Y Npd.9 6, 2009

OGS 5504 (OHMH Rev. 2002)
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DHMH Instructions -Make & Bt of af fles. Detarmine whether sach i non-record, record DEPARTMENT OF GENERAL SERVICES DHMH_RECORDS INVENTORY
matarial o Goth. G oup into Record Series, Propare  separate inventory form for sech STATE RECORDS CENTER
Record Series ider tified. Al Record Sedss are to be listed on & Schedule Form. Forward sl 7275 WATERLOO ROAD 7
Records Inventor forms with the proposed Schedule form (DGS 550-1) to the DHMH P.0.BOX 275 PAGE —11 Y OF
Records Cfficer .ru your Records Coordinator, JESSUP, MARYLAND 20794
(410) 799-1379
1. Dapartment/Agency 2. Office/Adminntration/Board 3. Division/Unit or Section
DIVISION OF HEALTHCHOICE CUSTOMER RELATIONS
DEPT OF HEALTH & MENTAL HYGIENE ; i
OEFINITION - RECORD SERIES - A group of related reconis normally fled and used as a una for ref: as wel a3 jon and di it
. - . :

4.Record Sensa Tita 1) | ) | 51[‘ H .LH/\ CMAI(L C)c(é%m’m{/] e l&'(/‘f'ff/t'b /ﬂ"&( 1 ¢l 5. Earbest YoarfLatoat Year

) . 06D w_dL o2
itz o Hibh Servigs
8. Rocord Senes Descrivtion (Briefly ribe the types of ink Son/d # found in the series. inck:de the purpose or function of the seres.)

7 - . :
. ’ﬂu qinl; 4 £ ! LL. Coritais » DLy o= ap . / i

] < . ‘ WLl g, udn s O 2

q. E n QOLLZ{ AC—“I'! O — ,;'.L L p’/ [g;Q ,wllog WL g ') ULp osta 2tz 45 4’,1/ 0:4,/7/‘ b [é':Z“
LY w50 contaimo 2uvm culla neciewd end oHua ol -Hﬁow e Cons VFJ’»@ .

b. PI—OUIC‘LZJ\ }LILO‘)' — Tk /t/f'/: of MU (2 ds ) érw//ﬂw?‘ ép;g R/ {("4’/7/1:747 W/@}.fé
ZuéW by the nCo’s {7 nevad) . The mCo M;/a. ﬂ%ﬂa /W 0///«1 Cuaca
Wﬂ/ Y ,’o"ﬂ/';/‘f ﬂ“/a‘éh'mm. (:2) WP%W W&ﬂz/z_‘;) (CFWW/&L/Z/“,], 77,."£
f/‘wma{(/' lived wa. smad whiph hent bam poastwed omd Claed This W ‘ la the
sctuad Hecuvn dnliln i tdn Lo Hhe w8l imsln Loy o Plnins) & 0] g sl

7. Record Sanee Formasia) Listul 8. Racord Seres Sequence 9, Velume
Paper Fim I/ tage: Elnctronic: N 0 Fde Drawer(s)
X Lottor Size 0 Fam/Sikdes ] Kept on Hard Lrve x Alphabeticel 0 Microfim Reeks)
(35mm, atc) 3 Computer Tape(s)
{ Legal Size 1 Micrfirn/ J Computer Tape 0 Numercal Number { Other (speciy)
Microfichs
ORots __0 0 Audio Tape [l Flvppy Disk 0 Chronological 10. Annusl Accumuietion
0 Fie Drawer(s)
(0 Bound Book f1'/'dao Tapa JCD.OVD.exc 0 Geogmaphicai 0 Microfim Reeks)
0 Computer Tape{s)
3Card __x__ J Cther {spachs)____ 0 Other (apeciy) Number 0 Other (specily}
14. Fis s Usec XXDa?{ TWsekty 0 Monthly { Annuaty 12. Fis Becomas Inactive After 0 Month(s)
Number 3 Year(s)

13. Current Location(s) (Bdg., Floor, Room) 14. s Racord Series Duplicated Eewhern? (If yes, apocly agency or office.)

26) W Pruskon S f,l'l‘ﬁ ¥m 294

0 Yoo x No Agency/ Format

15. Privacy / Access Restrictions 0 Yoo 0 No 18. Aud Requiements 0 None { imaemal 1 oiG
0 Personal 0 Medical {0 Proorstary [ Classd (Other Wﬂm Q Federal 1 (ndependent
(i Yes. cto Law(s) & Regulstion(s)

17. I3 an Index System used? If yes, expiein brisfly and describe requirements 18. Recommended Retention: In Office And In Storage (Each Format) ‘ _hu
o e Redazr_zn o thce Fr T Blypo,Huen
szt 4o Sinte onm’.’/ﬁ (it n /ﬁﬁ (Aua(‘/ﬁ/"”.
then 1ot
/
? tocsin: RO/ W Plladen St 27251 21. Oute

R “/P’";” L o cant [, 11/2¢/02
(}< A4S V w 5/’% I Telophone Number# Room # :z '? ?
E-mat address: L{//"'hffl/f / évﬂ”’ ff %L{C’M/QI

OGS 550-4 (DHMH Rev. 2002 )




N
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DHMH instructicns -Maks e ist of 2l fies. Detormine whether sach s non-record, record
matenal or both. Group into Rocord Sense. Prepars a sepsrsts nveatory form for each
Record Series dentified. Al Record Secies sre to be fsted on a Schedule Form. Forward al

DEPARTMENT OF GENERAL SERVICES
STATE RECORDS CENTER
7275 WATERLOO ROAD

Rocords Inventory forms with the proposad Scheduls form (DGS 550-1) to the DHMH P.0.BOX 275
Records Officer thru your Records Coordinator. JESSUP, MARYLAND 20794
(410) 799-1379

DHMH RECORDS INVENTORY

PAGE.}_ oF Z_

1. Dopsartment/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Adminatration/Board
DIVISION OF OUTREACH AND CARE COORDINATION

3. Division/Unit or Section

79

DEFINITION - RECORD SERIES - A group of reiated records normely fied and used as e uni for ref

as wel a3 ion and di

4. Record Series Tile

ey OUrReAth v CACE (p0LOMWAT )

5. Esrinet YourfLatost Year
to

rbe the types of ink gt

€. Record Sories O

Q.

b}%

Son (Briefly d

-Frvmdczhx

on recipient Coges. &Qrs-" Com

plaints,all ink. thot comes in from Accisomb-c

o s and other sources.

d. ﬁepwﬁs thot Come 1n and. are 5]ed

d. Ropuity Tt Qosument Fondyy MLunning

e Qudits thot are dAone @()Cu,mm-Fs)

Mzm,&w Rocspcent Mhundiso

wp | ol

Fo Ropwkn on Qidaesel

atlwdey flon meHpP Adwme gl ks

7. Record Serios Format(s) List el 8. Recond Seriss Sequence 9. Volume
Paper; iz /sana: Electronie: 0 Fie Drawer(s)
X Letter Sze D FaySides I Kept on Hard Drive ykbncbﬂi:al 0 Mzrofim Reos)
(I5mm, o} 0 Computer Tape(s)
0 Logal Sze 0 Microfamy 0 Compuier Tepe 0 Numercsel Number 0 Other (specily)
Microfiche
DRole __0 0 Audio Tape [ Floppy Disk 0 Chronological 0. Annual Accimulaton
0 Fie Drawer(s)
(Bound Boock [l Video Tape {1 CD.OVD.etc 0 Geogrephical 0 Mirofim Reel(s)
I Computsr Tape(s)
0Cand __x__ {I Other (specify) D Other (specify) Number 0 Other (specily)
11. Fio » Used X0 Dsiy 0OWeekly [ Monthly 0 Annualy 12. Fis Becomes Inactive Afler 0 Month(s)
Number 0 Year(s)

13. Current Location(s)  (Bldg.. Floor. Room)

201 W. Prestord S'\'f-ﬁ—d

14. Is Record Serise Duplicatad Ebawhers? (If yes, specily agency or office.)

(I Yes, cite Law(s) & Regulation(s)

0 Yeo 0 No Agency/ Format
ROOM 9\ \\
15. Priva~y / Access Restictions 0 Yes -KNa 18. Audit Requiements 0 None 0 imwenal B OIG
0 Personal (] Medical { P Y 0 Classifu Logiiative 0 Federn 1 independent

17. la an Index System used? i yes. axplsin brinfly and descrde requsements

0 Yes yNo

Sdhendectpay

18. Recommended Ratention: In Office And In Storage  (Eech Formst)

Relaiv Tw 0FLic ¢ Fpe Hheee (5)76%{,-#\1.»\
Senvd Yo Siade Pecords Gouer Tor fue(a) 4 org

N

19. Name and Tithe of Proparer T,q,rn ALA
7N gen  Dougyns

E-mai sddress:

Telsphone Numbers

m e Q0. lWest PRESFOD Staet

Room # 'g_\\
£1/0 76 7- b 750

21, Date

NouU. 26,2002

2GS 550-4 (DHMH Rev. 2002)




DH;AH Inatructions -Make a fist of af fdes. Determine whether sach is non-record, record
material or both. Group into Record Series. Prepare a separats inventory form for sach
Racord Series identified. All Record Series are to be fisted on a Schedule Form. Forward all
Racords Inventory forms with the proposed Schedule form (DGS 550-1) to the DHMH
Records Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES DHMH RECORDS INVENTORY

STATE RECORDS CENTER
7275 WATERLOO ROAD
P.0.BOX 275 PAGE __lf_ oF :7_
JESSUP, MARYLAND 20784
(410) 795-1379

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Board 3. Division/Unit or Section
DIVISION OF HEALTH CHOICE MANAGEMENT QUALITY

ASSURANCE ’ 7 7

DEFINITION - RECORD SERIES - A group of related records ly fled and used as a unit for ref 89 well as jon and disposit

puip

4. Record Series Title

Tem § - HehLTH émw MGT -

5. Earbest Yearfiatest Year
]

@/\/lﬂﬂ'y K550 AN

a. Mo [edes

b. Peovid-ere Comrtracks

o MALkek Q,ouduc:"‘swclxﬁs

d. Promp + Pay

€. ML 0o A—pthux%cu/

F. PQoﬂfuwv\ Suzueq &ute&f*tcfﬁj
G. MIS Reports

. Mo Praviders Networl<

6. Record Serias Description (8riefly deacribe the types of i o Hi found in the series. Include the purpose or function of the series.) -

T, MCU Mankelng

K MCO ZQ@A(A-HOOJ

L. Prsoider [Enmoilee Spdis Fcfrom Suruvy s
M. Qualidy Cepveting

N. ¢livica CReview

6.0 16 Audit, QTP Heati Risk Mssosmeadt

1 MCO Eoryllee aud Pravider Templotes Rayiew

7. Record Series Format{a} ('atal
Pgper: Fim / tape: Electronic:
XuﬂarSize [ Fim/Stides [ Kept on Hard Drive
(35mm, etc)
0 Logal Size  Microfim/ 0 Computer Tape

Microfiche
(QRofs __0 [} Audio Tepe [ Floppy Disk

0 Bound Book (0 Video Tape [ CD.DVD,etc

§Card __x___ 1 Other (specify).

8. Record Series Sequence 9. Vokime
@ Fie Drawer(s)
XAbhabofnal § Microfim Reel{s)
0 Computer Tape(s)
0 Numerical Number 0 Other (specify)
0 Chronological 10. Annuat Accumulation
0 Fie Drawer(s)
I Geographicel 0 Microfim Reeia)
0 Computer Tape(s)
I Other (specily) Number 0 Other (apecify)

11. FileisUsed X0 Daily 0OWeeky 0 Monthly 0 Annusaty

12. Fils Bocomes inactive After

0 Month(s)
Number 0 Yeerls)

13. Curment Location(s)  (Big.. Floor, Room) 14. [s Record Seriea Dupbcatad Elsewhere? (if yes, specify agency or office.)
*

me* % 0 Yoo XN° Agencyf Format

15. Privecy / Access Reastrictions 0 Yes Déﬁo
0 Personal 0 Medical [l Proprietary (I Classifiod ther

{if Yes, cite Law(s) & Regulation(s)

16. Audit Requiremants 0 None 0 intemal poic
isiatve {1 Federal 1 independent

17. Is an Index System ussd? If yes, explain briefly and describe requrements

0 Yes XNQ

18. Recommended Retention: In Office And in Storage (Each Format) ' ‘

\ @ years
By R RIS ST

strdy

19. Name and o amuﬂ ) 0. Location: 9.0( GLJ_Q 21. Date
9 T of Prep: 20. Location:
&;\uemu

Telephone Number#

s W s yy T 208 N2 b 3083

DGS$ 550-4 (DHMH Rev. 2002 )




DHMH Instructions -Make a st of al fles. Detarmine whether ssch i non-record, record
matsriml or both. Group into Record Serse. Prepare s seperate inventory form for sach

DEPARTMENT OF GENERAL SERVICES DHMH RECORDS INVENTORY

STATE RECORDS CENTER

Record Seties identifid. Al Record Series ara to be katad on 8 Schedule Form. Forward af 7275 WATERLOO ROAD
Records Inventory farms wih the propossd Schedule form {DGS 550-1) to the DHMH P.0.BOX 275 PAGE -S—- OF J—
Records Officer thru your Records Coordinator. JESSUP, MARYLAND 20794

(410) 793-1379

1. Department/Agency
DIVISION

DEPT OF HEALTH & MENTAL HYGIENE

2. Ofice/Administration/Board

3. Divisior/Untt or Section

Y

OF HOSPITAL AND PHYSICIAN SERVICES

v

DEFINITION - RECORD SERIES - A group of reiatad racornds normaly fled and used as & unit for ref

4. Record Series Tite

len &

[«k»slﬂ i+ Physiciam Sedvices

5. Earfest YoarLatost Year
to

e fed P

|

8. Record Seriee D ion (Briefly describe the types of inf

q. SURS Ulosd, Casts
Admission and Length of Stay

b.] certification (DHMH 3808) - 1999
ngr 30 days, Corrections, V&ids.

¢ PW“Q‘WIIUuas{ p
d- Surs Condnol

FY98 throu

found in the serins. Include the purpose or function of the seriss.)

HCFA Quarterly Reports

gh FY99

Sendbacks - 1999

rrchaners o Poadintey Sessces

c ﬁ(l ) Audit Fles

7. Rocord Serins Formet(s)- - List al 8. Record Series Sequence 9. Volume
Paper: Fim / tapa: [T { Fio Drawerts)
Xumrs'a.- BFim/Sides ) Kept on Hard Drive Xkbhabcfxﬁ 0 Microfim Reells)
{35mm. etc) 0 Computer Tapo(s)
0 Logel Sze 0 Microfimy/ 0 Computar Tape 0 Numerical Number 0 Other (specily)
Microfiche
ORols __0 0 Audio Tape  ( Floppy Cisk { Chrenclogical 10. Annual Accumuiation
0 Fie Drawers)
DBound Book [ Video Tape § CD.DVD etc 0 Geograpncel 0 Microfim Reel(s)
{ Computor Tape(s)
0Card __x__ [DOther(specy)_ __ . _ 1 Other (specily) __ Number 0 Other (specity)
11. FloisUsed X0 Daily 0 Weeky 0 Monthly 0 Annualy 12. Fie Becomes [nactive After 0 Month(s)
Number D Year(s)

13. Current Location(s)

Dol w. P(-’.PS*I{}'J 5‘1;-2{‘(” £ m N0%

{Big., Floor. Room)

14, s Record Seriss Duplicated Elsewhere? (If yee, specify agancy or office.)

0 Yoo X No Agency/ Format

G Yes
ack

15. Privacy / Access Restrictions
0 Porsonal ) Medical 01 P
(If Yas, cite Law(s) & Roguiation(s)

2;(:,

P

Y

gowe
0 Independent

D Intema!
[ Foders!

16. Auxit Requirements 0 None

0 Legiistive

17. Is an Index System used? !f yes, explain bnefly and describe requirements

0 Yes yNo

18. Recommended Retantion: In Office And In Storage (Each Format)
Re%ﬂ?.o v OFPte pal’ﬁluo@)ﬂwj/ %’ZN
engslen 46 Stk Coconds Cnter FOR lpue )
L’l‘eﬁ'ﬂ.{, _)('{\.pu dtﬁé'/ﬂ%

20. Location: Q 0

Telephone Numbers

19. Name and Tttie of Preparer DO{‘( S A’l)o OﬂQ

E-mai address:

(1657471725

21, Date

| W. Peesdon St

0¥ Moo 26,300

OGS 5504 (DHMH Rev. 2002 )




-

DPTMH Instructions -Maks a fist of al\ﬁea. Determine whether each is non-record, record
matsrial or both. Group into Record Series. Prepare a separats inventory form for each
Recoid Series identified. All Record Series are to be listed on a Schedule Form. Forward ef
Records Inventory forms with the proposed Schedule form (DGS 550-1) to the DHMH
Records Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES DHMH RECORDS INVENTORY

STATE RECORDS CENTER
7275 WATERLOO ROAD
P.0.BOX 275
JESSUP, MARYLAND 20794
{410) 799-1379

PAGE _‘_‘; OF :7_

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Administration/Board
OIVISION OF HEALTHY KIDS

3. Division/Unit or Section

11

DEFINITION - RECORD SERIES - A group of refated records normally fled and used as a unit for refs

and disp

4. Record Series Title

5. Earfiest Year/Lateat Year

b - ﬂca/v%( Lios /ﬂwﬁm "’
6. Record Series D (Briafly describe the types of inf /d found in the series. Include the purpose or function of the series.)
4. EPSOT RERU/EW
b. Nealthy Kods Recoed Revrew Tmmunizahon
M hd Q \
C.Mmeo/Hmo child QR Prourden
7. Record Sanes Format(a) LietcS . 8. Record Series Sequence 9. Volume
Paper. Fitm / tape: Electronic: 0 File Drawer(s)
YLam Sze  Fan/Sides [ Kepton Hard Drive x Alphabetical 0 Microfim ReeKs)
(35mm, etc) [ Computer Tape(s)
0 Legal Size fl Microfim/ 1 Computer Tape 0 Numericai Number 11 Other (spocify)
Microfiche
{JRols __ 0 0 Audio Tepe  {I Floppy Dink 0 Chronological 10. Annual Accumulation
{ Fie Drawer(s)
(1 Bound Book {] Video Tape [} CD.DVD,etc 0 Geographicsai 0 Microfim Ree¥s)
D Computer Tape(s)
DCand ___x___ 1 Other (specify) I Other (specify) Number 0 Other (specily)
11. FileisUsed X0 Daly [OWeekly [ Monthly 0 Annually 12. Fils Becomaes Inactive After { Month(s)
Number 0 Year(s)

13. Current Location(s)  (BHg., Fioor, Room) Db) Ww. Pﬁﬁ"bd \5+'

14. is Record Seriea Dupiicated Ebewhers? (If yea, specify agency or office.)

B Yes X No Agency/ Format,

Qeom 200

b

15. Privacy / Access Reatrictions
I Personel O Medieal 0P
{lf Yes, cite Law(s) & Regulation(s)

0 Yea
acl

Y

goie
0 independent

18. Audit Requirements 0 None 0 intornal
XLeg'nhﬁve {l Feders!

17. Is an Index Systam used? If yes, explain brisfly and describe requirements

1 Yes XNo

18. Recommended Retention: in Office And In Storage (Each Format)
CRednin 1v 66Pce e Hhree (3)(1?0&.5 and
‘Hew

d)yeme

Anns FeR Jo Sk RecoedsConlet e

19. Name and Title of Preparer

DierDrE RAndaLl

E-mai address:

Telephone Number#

20, Locaton: gb\u). Pﬂ‘fs'}bﬂ 5"“-’99"'
LI0 707~ 1683

21. Date

Mav. b, 200 >-

Room #

QDO

OGS §50-4 (DHMH Rev. 2002 )
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DHMH Instructions -Make o st of all fies. Determine whether each is non-record, record
matsrisl or both. Group nito Record Senes. Prapare o sepsrets nventory torm for sach
Record Serios identifisd. Al Record Seriss are to be isted on a Scheduls Form. Forward o)
Records Inventary forms with the proposed Scheduls form (DGS 550-1) to the DHMH
Roeconds Officer thru your Records Coondinator.

DEPARTMENT OF GENERAL SERVICES
STATE RECQROS CENTER

JESSUP, MARYLAND 20794

DHMH RECORDS INVENTORY

7275 WATERLOO ROAD
P.0.BOX 275

PAGE j_ OF 7_

{410) 799-1379

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/Adminstration/Board
DIVISION OF PHARMACY AND CLINIC SERVICES

3. Division/Ung or Section

ly fied and used as a unit for ref a3 wol as

79

ion and di

DEFINITION - RECORD SERIES - A group of related records

4. Record Seciee Title

5. Earfisat YeariLatoat Yoar

e F //)M/V}M/ y (Linie Sorvics -

6. Record Sories D

jon (Briefly descrbe the types of ik & &

F. outpatient, non-hospital surgical centers.

23 Outpatient, non-hospital dialysis centers.

found in the serise. Include the purpose or function of the series.)

Q. Files that Pharmacy Regs have been applied re. approval/disapproval of Prescription drugs.
b, Pharmaceutical Drug companies doing business with Medicaid.
L. Files applying Pharmacy requlations re. approval/disapproval of drugs and/or nutritionals.

d- Files applying Pharmacy regulations in relationship with the Managed Care Organizations.

€. Files where federally mandated regs. apply to cliams billed to Medicaid-fee-for-service.

7. Recard Series Formatts) List af

201 Budg 2nd ELsoR. O5ffomm 20 5

8. Record Series Saquance 9. Volume
Paper: Fme 1 tmna; Electronic: Fie Drawer(s)
* Latter Sze D FinvSides [ Kept on Hard Drive \%Abhlbomd 0 Mirofim Reeks)}
(35mm, etc) @ Computer Tepe(s)
0 Lege! Sxe 0 Microfam/ D Computer Tepe 0 Numercal Numnber 0 Other {specdy)
Microfiche
ORots _ [  0AudioTepe [ Floppy Dk 0 Chronological 10. Annual Accumulation
X Fio Drawer(s)
1Bound Book  {l Video Tape (1 CD,DVD .6t  Geographical § Microfim Reel(s)
0 Computer Tepe(s)
0Card __x__ [ Other (spocify) 0 Other (specify) Number 1 Other (specty)
11. Fie is Used Daly [OWeekly [ Monthy (] Annualy 12. Fie Becomes Inactive After 3 0 Month(s)
Number XYM.)
l 13. Current Locstion(s)  (Bldg., Floor, Room} 14. t» Record Series Dupicsted Emewhers? (If yes, specify sgency or offica.)

(If Yes, cite Law(s) & Regulation(s)

0 Yee 0 No \gency/ Format_
15. Privacy / Access Restrictions 0 Yea 0 No 16, Audit Requrements 0 None 0 Intema! goe
0 Peronal (] Medical { Propristary [ Clesaif 0Other O Logisiative  {] Fedem! 0 Independent

17. s an Index Systsm used? !f yes, axpian briafly snd deecribe requirements

0 Yeos XNO

18. Recommendad Retention: In Office And In Storege (Each Format)

Retnin 1m0 FFié ¢ Por Hhree (30 qerns, Hew
avser bo STATE Ristorn cendur PR

19. Narme and Tie of Preparer NQJ‘(\; 4 ZOAIHJD&J

E-mai address:

20, tocaton: D] 6'-&3 o#s fom 9‘05
Talaphone Number# %7#55 Room ¢ QBS—

Eoup (4) yeans, dhen dwegdreod

21. Date

NoY.2 b, L0603

DGS 5504 (DHMH Rev. 2002)




